
M E M O R A N D U M  

@hQxrh p e h o n  
DIRECTOR 

(4041 -2358 
INFORMATION (404) 65Bz193 

FAX (404) 657- 

DATE: March 16,1995 

TO: 

Y 

Gerald Poe - Records Management Officer 
Dept. of Human Resources 

FROM: 

SUBJECT: 

Peter E. Schinkel - Head, Schedule Section 

DHR retention schedule change report 

SCHEDULE #: 86-0073[-M] 

SERIES TITLE: 

CHANGE DATE: April 21,1993 

"DHR Complaint Procedure File," 1989 and ongoing. 

The change report has been recorded and filed with the official copy of the 
approved schedule. 

Note. This is to replace my memo of March 15, 1995 reporting receipt and filing of the 
1993 change to schedule M6-0073. The series title in that memo was incorrect. We 
hope this did not cause inconvenience for your program. Please accept our apologies. 

cc: Schedule Case File - 86-0073 
Minor Change File 
Andy Taylor - Assistant Director 



Records Retention Schedule 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 

- Division/Office: 

Section/Unit: Human Relations Section 

Office of Personnel Administration 

Schedule Use: Department Wide 

Schedule No.: 86-73 Date : Minor Change 4-21-93 

Records Series Title: DHR COMPLAINT PROCEDURE FILE 

Description: Documents relatingto recording complaints 
filed by employees under the DHR Employee Complaint Procedure. 

Included are: complaint steps filed by the employee, responses by 
managers, supporting documentation, reprisal, investigations, 
mediation files, final decisions and related correspondence. 

File Arrangement: By year, then numerically 
by complaint number. 

Retention/Disposition Instructions: 

1) Central Office 

When final decision is received and no appeal is pending, 
place all papers in the closed file. Cut off the closed file 
at the end of each calendar year; hold in current files area 
3 years; transfer to State Records Center; hold 2 years; then 
destroy . 
Note: In the event a charge is filed, or an action brought by 
the U.S. Attorney General, these records must be retained 
until the final disposition of the charge or action. 

2) Institutions, District and Local Offices 

Hold reference copies in current files area until final 
decision is received and no appeal is pending; then place in 
closed file; cut off closed file at the end of each calendar 
year; hold in current files area 1 year; then destroy. 

Confidential: No - Open Record. 
Supersedes : 86-73 (approved 9-5-86) 

(minor change 9-30-91) 

(File 86-73.OSS) 



M E M O R A N D U M  

DATE: 

TO: 

FROM: 

SUBJECT: 

SCHEDULE #: 

SERIES TITLE: 

CHANGE DATE: 

March 15,1995 

Gerald Poe - Records Management Officer 
Dept. of Human Resources 

Peter E. Schinkel- Head, Schedule Section @@ 
DHR retention schedule change report 

86-0073[-M] 

"DHR Grievance Procedure File," 1989 and ongoing. 

March 3,1995 

The change report has been recorded and filed with the official copy of the approved 
schedule. 

cc: Schedule Case File - 86-0073 
Minor Change File 
Andy Taylor - Assistant Director 
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Records Retention Schedule 

Georgia Department of Human Resources 

Office of Personnel Administration DivisionlO ffice; 

SectionlUnit: Human Relations Section 

Department Wide 

Schedule No.: 86-73 D&%G Minor Change 3-3-95 

Record Series Title; DHR GRINANCE PROCEDURE FILES 

Description: Documents relating to grievances filed by employees using 
the DHR Employee Grievance Procedure. 

- 

Included are: Grievances filed by the employee, supporting documentation, response by 
manager, related correspondence and final decisions. 

File Arrangement: 

RetentionlDisposition Instructions; 

By year, then alphabetically by employee name. 

1) CentralOffice 

When final decision is received and no appeal is pending, place all papers in the 
closed file. Cut off the closed file at the end of each calendar year; hold in current 
files 3 years; transfer to State Records Center; hold 2 years; then destroy. Note: In 
the event of a charge or other legal action, records are retained until final 
disposition. 

2) DivisiodOfficellnstitution 

Hold reference copies in current fiies until final decision is received and no appeal is 
pending; then place in closed file; cut off closed file at the end of each calendar year; 
hold in current files 1 year; then destroy. 

Confidential: No - Open Record 

SuDersedes: 86-73 (approved 9-5-86) 
(minor change 9-30-91) 
(minor change 4-21-93) 



M E M O R A N D U M  

DATE : 

TO: 

FROM : 

SUBJECT : 

.,SCHEDULE #: 

SERIES: 

CHANGE: 

From: 

To: 

March 3, 1992 

Gerald Poe. - Records M t Of f i ce r  
Dept. o f  Human Resources 

nacreme 

MAR 4 -  m- 

e Peter E. Schinkel - Head, Schedule Section 

Acceptance o f  minor change report submitted 
October 3, 1991 

86-0073, e f fec t i ve  September 5,  1986 

"DHR Complaint Procedure F i le " ,  1991 and continuing. 

I t em #3. Disposit ion Inst ruct ions for :  

Ins t i tu t ions .  D i s t r i c t  and Local Off ices 

Forward a l l  o r i g ina l  material t o  Central Off ice. Hold 
reference copies i n  current f i l e s  area u n t i l  f i n a l  decision 
i s  received and no appeal i s  pending; then place i n  closed 
f i l e ;  cu t  o f f  closed f i l e  a t  end o f  each calendar year; hold 
i n  current f i l e s  area 3 years; then t ransfer  t o  local  holding 
area; hold 2 years; then destroy 

Hold reference copies i n  current f i l e s  area u n t i l  f i n a l  
decision i s  received and no appeal i s  pending; then place i n  
closed f i l e ;  cut  o f f  closed f i l e  a t  the end o f  each calendar 
year; hold i n  current f i l e s  area 1 year, then destroy. 

This change t o  the f i n a l  d isposi t ion i s  accepted because the reference 
copies are duplicates o f  the o f f i c i a l  record copies held i n  the Central 
Off ice. 
the  creat ing agency. 

approved sch dule. 

Retention o f  reference copies i s  set by administrat ive decision o f  

a This change has been accepted and f i l e d  wlth the o f f i c i a l  copy o f  the 

Schedule Case F i l e  - 86-0073 

Robert E. White - Deputy Director 
'Minor Change F i l e  

cc : f 



Records Retention Schedule 

GEORGIA DEPARTMEW OF HUMAN RESOURCES 

Division/Office: Office of Personnel Administration 
Section/unit: Human Relations Section 

Schedule Use: Department ,Wide 

Schedule No.: 86-73 Date : Minor Change 9-30-91 

Records series Title: DHR Complaint Procedure File 

Description: Documents relatingto recording complaints 
filed by employees under the DHR Employee Complaint Procedure. 

Included are complaint steps filed by the employee, responses by 
managers, supporting documentation, reprisal, investigations, 
mediation files, final decisions and related correspondence. 

File Arrangement: 
by complaint number. 

RetentionIDisposition Instructions: 

File is arranged by year, then numerically 

1) Central Office 

When final decision is received and no appeal is pending, 
place all papers in the closed file. Cut off the closed file 
at the end of each calendar year; hold in current files area 
3 years; transfer to State Records Center; hold 2 years; then 
destroy. 

Note: In the event a change is filed, or an action brought by 
the U . S .  Attorney General, these records must be retained 
until the final disposition of the charge or action. 

2) Institutions, District and Local Offices 

Hold reference copies in current files area until final 
decision is received and no appeal is pending; then place in 
closed file; cut off closed file at the end of each calendar 
year; hold in current files area 1 year; then destroy. 

Confidential: No - Open Record. 
Supersedes : 86-73 (approved 9-5-86) 

(91-273-1) 
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